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I sn formrding two (2) suggested plans for your Shelf
Filing Installstion.

Plen Buxber 1, proposes that the filing equipment be
installed sgainst the "right” and back walls of the room. I
have attached %o this plan the filing profiles which show a
suggested arrangement of your material on the shelves. Flease
note that the shelves would be arected o a helight of 86" or
7 shelves high., The top shelf would be reserved for those
files vhich are relstively inactive.

Flan Mumber 2, uscs the front wall es you enter the room
and the left wall. 7o install the same amount of equipment,
howvever, means that units of shelving must be erranged into
three file locstions as opposed to two in Pian Ruber 1. In
both plans the Center of the room is open for use &8s & work
Bre|.

I suggest that Iin sddition to the document type eguipment,
that we provide shelf storage for| | and thls genersl
type material in the smaller room. EStorege equipment and srrange-
went of the equipment is shown on both plens.

Bech "block” on the attached profiles represents one shelf
unit with & filing capscity of tely 3 linear fewt. ALY
shelves excapt that for terial will have covers
because of the dust prodiem In your area. The suggested arrange-
ment weans that all folder tebs should be in the third {(right emd)
position. Humerical folder tabs woald then resd from left to
right with the last three digits of the mumbers on the outeids
neerest to the Alsle. Alphsdetically arranged files wild also
read from left to right with the surnames 4yped on the teb in the
extrems right (nearest to the Aisle) position. We have sgked

|Office for listings in order that new labels

can be prepered and the folders ordered for you.
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25X1
’ specifying the equipeent needad for your installation. 25X1
your fecision. nxﬂw:awmhn,ueﬂinhmmmmﬂ1ﬂﬂ:ﬁm

roguisition for the squipment,
25X1
Attechment A/

Filing Equipment Listing

giuggested Filing Arrangement Profile
ctures of System Sales - Bhelf Filing Equipment
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